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2 Reporting Unit

INSTRUCTIONS

Reporting Unit
Begin by reading the section labeled Reporting Unit and reviewing the information provided. Please
provide complete responses for that reporting unit, including “unavailable’ or “unknown,” as appropriate.
Please keep in mind that when you respond to the survey, you must remain consistent in - reporting data.

Demographics
Remember that the numbers provided in this section should correspond to the same reporting unit asthe
datain the remainder of the survey. Notethat if datais being reported for the entire organization
(Category A), that the “ or ganization that the reporting unit supports’ andthe “entire organization”
arethe same.

Data Coallection Instrument
Please complete the indrument as accuratdly as possible according to the following guiddines:

o} Respond to every question with datafor FY 1997, the last twelve month period for which datais
available.

o} If actual numbers are not available in some cases, please respond with an informed estimate. If
you provide such estimates, pleaseindicate withan E  next to the response.

o} When data cannot be supplied because the training activity does not exist in your organization,
please indicate with a N/A in the space provided to mean Not Applicable (e.g. EPSSis not utilized
by the reporting unit).

o} When data cannot be supplied because you are unable to provide the appropriate data, please

indicate with an UNA in the space provided to mean Unavailable (e.g. you use EPSS but do not
track the amount of time utilized).

o} Use zero (0) to represent the number zero (e.g. EPSS exists but was not used et all in 1998).

Please do not leave any answer s blank.
Please return the completed instrument by APRIL 23, 1998 to:

Robert G. Joyce (HR-31)

U.S.DOE, 1000 Independence Ave. SW
Washington, D.C. 20585 (950 Bldg/Rm 710)
202-426-1539 / FAX 426-1480
robert.joyce@hq.doe.gov
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REPORTING UNIT

The Reporting Unit is defined asthe training supplier unit for which you are providing
data i.e, EM, AL, WAPA, etc. To ensure the comparability of the data, please respond
for the same organizationa unit throughout the entire survey instrument. Reliable
comparisons between organizations will only be possible if everyone understands the
type of training unit that the data represent. If the reporting unit is a contractor, please
identify as DOE Offices Contractor Name.

ORGANIZATION: Department of Energy

REPORTING UNIT:

ELEMENT/OFFICE/DIVISION SUPPORTED BY REPORTING UNIT:
ORGANIZATIONAL CODE: none

CONTACT:

PHONE:

FAX:

EMAIL:

Please indicate any special organizations/ subunits below, if applicable:

Organization:

Reporting Unit:
Division/Agency Supported:
Contact:

Phone:

Fax:

Email:
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2 Reporting Unit

In general, reporting entities within member organizations are classified into three
main categories: A - Comprehensive, B - Sub-unit, and C - Specialized.
Organizations may complete multiple surveys for their own purposes. All DOE
organizations shall submit A level data. In addition, organizations which have the
ability and the desire to submit B and/or C level data, may do so. [Note: We have
included the other definitions to indicate the level of detail provided by some private
corporations. In future years, Centers of Excellence would fit under the definition of
“specialized” units.]

Category A - “Comprehensive”

Thisisareporting unit that represents virtually all internal training supplied within an organization.
It may take the form of a centralized training function that provides the full range of internal training,
or it may be the sum of several training functions within an organization which, when the data are
combined, represents the full range of internal training provided to the entire organization.

Thetarget population for thisreporting unit isall employees of the
organization who aredigibleto receive training services.

Example: Thetraining operation in Organization P isa large, centralized function that
supplies all technical, professional, management and supervisor, basic skills, and executive
development training throughout the entire organization, including all field sites.

Example: Organization Q maintains three major training operations, each of which supports
amajor product line. The Forum representative from Organization Q can obtain and
aggregate complete data from all three training operations which will provide an accurate
"total picture" of training in that organization.

Category B - “ Sub-Unit”

Thisreporting unit is atraining operation that provides arange of training servicesto a sub-unit of
the entire organization. Thisreporting unit istypicaly aigned with amajor division/agency or a
business unit within the overall organization. This reporting unit provides awide range of training
activitiestailored to the specialized needs of a strategic business unit or other division/agency.

Thetarget population for thisreporting unit isall employeeswithin that
divison/agency or business unit who are ligibleto recaivetraining services.
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Example: The Forum representative from Organization R works for the training operation
within one of four major divisionsg/agencies of the organization. This representative has
access to the training data from only her division/agency. This representative identifies her
training unit as a Category B and reports only data within her divison/agency.

Example: The Forum representative from Organization Shas access to the training data from
the three major divisions/agencies of her organization. When the data are aggregated across
the three divisiong/agencies, they do not, however, reflect virtually all internal training within
Organization S(i.e., to represent an "A"). This representative chooses to submit data from all
three divisiong/agencies, and submits three completed data collection instruments. Each
submission represents a Category B Reporting Unit.

Category C - * Specialized”

This reporting unit is atraining organization that provides specialized training, such as"executive
development" or "salestraining” courses across the entire organi zation and major sub-units. While
considered a"organization-wide" training operation, this reporting unit is distinct from Category A in
that it isresponsible for one or more specialized curriculum across the entire organization, which
when aggregated do not represent virtually all internal training supplied within the organization.

While thistraining unit provides training across the entire organization, its tar get
population isonly those employees who are digible for the specific training
services provided by thistraining unit.

Example: The representative from Organization T works for a specialized, corporate-level
training unit that supplies all internal executive training within the entire organization. There
are separate training functions that provide other kinds of training (e.g., technical skills,
professional, basic skills), and these other training functions are typically housed under
specific business units.

DUE TO HR-31 BY APRIL 23, 1998
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2 Reporting Unit

DEMOGRAPHICS

Name of reporting unit.

Official name of ASTD Benchmarking Forum member’s organization.
(Nameto appear in all ASTD reports and publications).
U. S. Department of Energy

Name of the primary divison(s)/agency(ies) that thisreporting unit supports.

a) Total number of fu ll-time equivalent employess digible for the services of
thistraining unit.
(Excludesin private sector contract or temporary employees )

Note: Public Sector exclude contract employees, include temporar y

employess

b) Number of full-time equivalent employessin the entire organization.
(5a and 5b should be equal for Reporting Unit A - Comprehensive
organizations,)

What per centage of each of the following types of business best describes
the organization your reporting unit serves?

Manufacturing

%

Service

%

R&D

%

Support Services

%

Government

%

Demogr aphics Page 2



1 Pleazindicatethe Industry Classification codefor the organization listed in

#3 (above) usng thelist provided.

Agriculture, Forestry, Fishing, Mining
01 Agricultural production

02 Agricultural services

03 Forestry

04  Fishing, hunting, and trapping
05 Mining

Congtruction

06 Building construction

07 Heavy construction other than
building construction

08 Special trade contractors (plumbing,
electrical work, carpentry, etc.)

Technology
Durable Manufacturing (except
electronics)

26 Lumber and wood products, except
furniture

27  Furnitureand fixtures

28  Stone, clay, glass, and concrete
products

29 Primary metal industries

30 Fabricated metal products, except
machinery and transportation
equipment

31 Industrial and commercial machinery

32  Electrical equipment (excluding
electronics)

Retail Trade

46 Building materials, hardware, garden
supply, and mobile home dealers

47  General merchandise stores

48 Food stores

49  Automotive dealersand gasoline
service stations

50 Appard and accessory stores

51  Homefurniture, furnishings, and
equipment stores

52 Eating and drinking places

53 Miscellaneousretail

Finance, | nsurance, and Real Estate
54  Depository ingtitutions
55 Nondepository credit institutions

09

10

11

12

13

14

15

33
34

M anufacturing computersand
electronic office equipment
Electronic components and
accessories

Information technology
services/consulting

Computer software manufacturing
and development

Communications equipment
Communications services (including
telecommunications, radio, and
television)

Medical instruments and supplies;
other precision instruments;
photogr aphic equipment
Transportation equipment
Miscellaneous manufacturing
industries

Transportation

35 Railroad transportation

36 Local and suburban transit and
highway passenger transportation

37 Motor freight transportation and
war ehousing

38 Water transportation

39 Airlines

40  Air letter/parcel services (including
U.S. Postal Service)

56  Security and commodity brokers,
dealers, exchanges, and services

57 Insurancecarriers

58 Insurance agents, brokers, and service

59 Real estate

60 Holding and other investment offices

Services

61 Hotelsand other lodging

62 Personal services

63 Businessservices

64  Automotiverepair, services, and
parking

65 Miscellaneousrepair services

66 Mation pictures

Nondurable Manufacturing

16 Food

17  Tobacco products

18 Textilemill products

19 Appard and other fabric products
20 Paper and pulp products

21 Printing and publishing

22  Chemicalsand plastics

23 Rubber and plastic products

24 Petroleum refining and products
25 Leather and leather products

41 Transportation-related services

Electric, Gas, and Sanitary Services
42  Pipédlines, except natural gas
43  Electric, gas, and sanitary services

Wholesale Trade
44  Wholesaletrade or distribution--
durable goods

45 Wholesaletrade or distribution--
nondur able goods

67 Amusement and recreation services

68 Health services

69 Legal services

70  Social services

71  Museums, art galleries, and botanical
and zoological gardens

72 Membership organizations

73 Engineering, accounting, research,
management, and related services

74  Miscellaneous services

Government

75 Federal government
76  Stateflocal government
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2 Reporting Unit

a) Total payrall without benefits of the employees digible for the services $
of thisreporting unit in FY 1997. (millions)
(In order for us to make certain calculations, you mug provide a dallar
amount for #6. We recognize that some organizations cannot separate ou  t
bendfits. If itisIMPOSSIBLE to providetotal payroll without benefits, then
usetotal payroll including benefits))

Does #6a include benefits?
0 Yes(continuetob) 0 No (continueto #7)

Definition: Total payrall includes all wages without benefitsfor full-time equivalent (excluding contract or
temporary) employees paid by the organization during the reporting year.

Clarification: The question isincluded to gather essential data for calculating training as a percentage of
payroll. Theamount you report should represent the payroll of all employeeswho are digible for the services
your training unit provides. If you arereportingasan " A" company, thiswould be the payrall for the entire
organization; if a" B", payroll for the business unit or divison/agency you support; if a" C", report the payrall
of only those employeeswho are digible for your training. For example, if you provide" Executive
Devdlopment” training, you would report the payroll of only those employeeswho are digible for thistraining.

b) If #6aincludes benefits, pleaseindicate the types of compensation which are induded? (if #6a
does not include benefits, please Kip)

Check all that apply:

0 Actual wages and salaries earned by employessinduding overtime and premium
pay

Salescommissions

Bonusesor profit sharing

Stock options

Holidaysand sick leave

Cog of health benefits

Local, sate, federal taxesor other government payments on behalf of employess
Other benefits (please explain)

OO O0OO0OO0OO0oOOo
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Number of employess digiblefor the services of this Reporting Unit that are #
salaried or exempt from Fair Labor Standards Act (FLSA).
Note: Salaried employeesfor non-USrespondents

Number of employess digiblefor the services of this Reporting Unit that are #
located outsdethe host country of the reporting unit.
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DATA COLLECTION INSTRUMENT

|. FINANCIAL INFORMATION

To ensurethe compar ability of the following data acr oss or ganizations, please complete thefaollowing itemsusing asa
frame of referencethe number of employeeswho aredigible for the services provided by your training unit.
Remember that these figures should correspond to the statistics provided for the Reporting Unit in the Demogr aphics
section of theingtrument.

REMINDER:: Please usethefallowing notationswhen appr opriate.

E 0 N/A UNA
Representsan informed No money spent Not applicable  Information isnot available
etimate

Internal Training

1 a) Total number of internal employeetraining daysfor the Reporting Uni t #
population for 1997. (Thisisnot thenumber of dayson which training was
provided.)

Definition; Total hoursthat all e mployees spent in training, divided by eight. Please include saif-paced
learningtime. (Example 5employessi n a 3 day training course = 15 student training days.) Does not
include employee attendance in non-organization oonsoredtrai  ning such as university-based programs
eigiblefor tuition reimbursement.

b) Number of employeesdigiblefor the services of thisReporting Unit. #
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2

P Data Collection Instrument
E 0 N/A UNA
Represents an informed No money Not Information is not
etimate spent applica available
ble

Internal Training Expenditureisthetotal gross expenditure (before adjustments) spent by your Reporting
Unit (training organization) for all or ganization-sponsored training not defined under External Training
Expenditure. Internal Training Expenditure indudes (please complete a-g):

a. Training Employess Total Payroll Without Benefits $

(millions)
b. Training Employees Trave Expenses $

(millions)
c. Training Facility Expenses $

(millions)
d. CourssMaterials Produced Internally $

(millions)
e Information Sysems $

(millions)
f. Catalogsand Internal Marketing $

(millions)
g. Total Internal Training Expenditure(a+b +c+d +e+f) $

(millions)

(In order for usto make certain calculations, you must provide a dollar amount for #2g (total internal training
expenditure). We recognize that some organizations cannot separate out the internal training expenditure
dements. If itisIMPOSSIBLE to provide individual dollar amounts, then only respond to #2g.)

Internal Training Expenditure does not include training services and products pur chased from outside sour ces such as
e Off-the-shdf or Customized Training Courses
e Outsourced Training Activities (eg., needs analysis, cour se design)
e Contract Ingructorsand Speakers
Internal Training Expenditure does not include other training costs such as:
|

|. Participant Travel Expenses I1. Line-on-Loan or Rotational Employee
1. Participant Employee Wages/Benefits Wagesor Benefits
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E 0 N/A UNA
Represents an informed No money Not Information is not
edimate spent applica available
ble
V. Special training sessonsor seminars IX. Grant programsin thetraining budget
conducted or purchased by non- for other than employees
training functions within the X. Library and Information Sciences
organization XI. Capital Expendituresin Training
V. Professional Conferences Equipment
VI. Tuition Rembur sement XII. Customer training sold asa product to
VII. Community Programs (eg., K-12 external cusomers
improvement)
VIII. External Executive Development

[Note Thesedistinct exclusonsrepresent some of the specific categories used by private companiesto

identify/account for training expenditures]
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1 Data Collection Instrument

E 0 N/A UNA
Represents an informed No money Not Information is not
etimate spent applica available
ble
3. Please estimate the per centage of internal training expendituresfor:
Exempt (from FL SA) employees $
(millions)
Non-exempt (from FL SA) employees $
(millions)

Note Salaried employeesfor non-USrespondents

External Training

For purposes of comparison, external training costs have been divided into thethree most common types:
tuition rembur sement, exter nally provided executive development, contracted and/or customized training,
and other external training. All four typesrepresent training servicesand productsthat arepurchased
from outside sources. Please do not include costsfor attending conferencesand seminars . Refer tothe
definitions of each typefor further darification.

4, Total external or contracted expenditurefor 1997 or reporting year for reporting unit.
a Tuition rembursement. $
(millions)
Number of digible employees. #

Definition: Tuition rembursament iseducational asss tance for non-organization sponsored programs,
such asuniversty-based programs, less any refunds.

b. External executive development. $
(millions)

Number of digible executives. #

Number of thosewho participated. #
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E 0 N/A UNA

Represents an informed No money Not Information is not
etimate spent applica available
ble

Definition: External executive devdlopment refersto contracted programs to develop scope, leadership,
andvison of current and potential seni or executives (e.g., sending executivesto the Center for Creative
Leadership). Such programs focus on responsihilities and challenges for leading organization-wid e
initiatives and/or major businessunits. I ncludes strategic planning, policy, and goal setting.

C. Contracted and/or customized training. $
(millions)

Definition: Contracted and/or cusomozed training refers  to off-the-shelf or customized training courses,
as wdl as all other outsourced training activities (e.g., needs analysis services, design, devdopment
delivery, evaluation, administration). This excludes tuition reimbursement and external executiv e
development programs (e.g., Center for Creative Leadership).

d. All other external training. $
(millions)

Definition: All other external or contract training represents all codts, excluding travel and livin g
expensss, for all trai ning and education activities and materials obtained from alternate providers (for
example, professonal conference, grant programs in the training budget for other than employess)
Does not include external training initiated and budgeted outside the training unit.

e Total external training expenditure (@+b +c+d) $
(millions)
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b Data Collection Instrument

E 0 N/A UNA
Represents an informed No money Not Information is not
etimate spent applica available
ble
5. Total direct training expenditure (2g + 4€) $
(millions)
6. Other expenditures
a Total wages and salary without benefitsfor employees outsdethe $
training unit who providetraining (includesline on loan and (millions)

rotational saff).
Calculate only for the timethey spend providing training.

b. Participant wages and salary without benefits $

(millions)
C. Participant travd expensss (if possible to etimate) $

(millions)
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E 0 N/A UNA

Represents an informed No money Not Information is not
etimate spent applica available
ble
7.a Capital expense (invesment) in training equipment for 1997 $
(millions)

Thisamount is (choose one)
0 Unusually high 0 Typical of annual investment 0 Unusually low
Definition: Fundsallocated or invested in the current year to support thetraining unit in technology,
materials, tools, and other suppliesin support of training, excluding facility improvements. Examples
include, but arenat limited to , new computer systems, software, eectronic distance learning equipment,
€tc.

7.b. Of theamount in 7.a. above, how much wasinvested in computer-based training software, cd-roms, Inter net-

based training, and other purchasesusing computer asssted or satellite based ingtruction methods?

$
(millions)
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Data Collection Instrument
E 0 N/A UNA
Represents an informed No money Not Information is not
etimate spent applica available
ble
8. Please estimatethe percentage of total internal training dollars (amount from #2g) and total

external training dollars (amount from #4€) spent for the following cour setypes.

% Internal % CourseType
External
$
(#29) $
(#4e)
% % Badc Skills: Badic skillsrefersto development and/or remedial training fundamental

to the workplace in courses such as literacy, reading comprehension, writing, math

English asa second language, and lear ning how to learn.

% % Technical Kills: Technical sKills refers to job-specific training that focuses o n
procedures, including the use of technology, to create products, ddiver services, o r
engagein processes. Typically provided to workerswho use technology or machinery
in their jobs.

% % Professional Skills:  Professonal ills refers to specialized knowledge and/o r
application training to devdop competence in disciplines such as accounting
engineering, manufacturing sysems, computer stience, information sysem s
Mmanagement, optics, dectronics me chanics, materials science, chemistry, physics, legal,
medical, financdial services, banking, and consulting. Includes advanced compute r
programming skills. Discipline and/or industry specific.

% % Cudome Sarvice: Cugomer servicerefersto training on how to maintain or improve
cugomer rdations Thisincludestherepair, upgrading, or maintenance of productsas
well as training for cusomer service telephone call center operators. Located a t
customer dteor service centers.
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E 0 N/A UNA
Represents an informed No money Not Information is not
etimate spent applica available
ble

%

%

%

%

%

%

%

%

%

%

%

%

Executive Development :  Executive development refersto programsto develop scope,
leadership, and vison of current and potential senior executives. Such programs focus
on repongbilitiesand challengesfor leadi ng or ganization-wide initiatives and/or major
busnessunits. Includes strategic planning, policy, and goal s#tting.

M anagement/Supervisor Training : M anagement/supervisor training refersto training
programstoimprovetheability and effec tiveness of managersand supervisors. Tapics
indude human resour ce management, project and process management, and planning

and budgeting.

Sales and Dealer Training: Salesand dealer refersto training provided to the sale s
force, franchisees, and dealers to teach them about the products and services the y
market and sdl; how to demondtr ate the effectiveness of their products and services ;
how to conduct their busness and to help them develop the attitudes, skills, and habits

needed to influence the purchasing decisons of prospectsand customers.

Compliance, Regulatory, or Mandatory Training: Compliance, regulatory, or
mandatory training referstoingruction th at isprovided to meet Environmental Health
and Safety requirements, Equal Employment Opportunity and Affirmative Actio n
requirements, right-to-know, and gover nment-mandated training.

Quiality, Compstition, and Other Business Practices : Thistraining includesall Tota |l
Quality Management-type courses, business process reengineering, benchmarking
resource planning, team building, and business fundamentals (e.g., competition an d
business practices).

Computer ApplicationsTraining: Training in the use of computer softwareincuding
off-the-shdf applications such asword processing, spreadshests, databases, graphics,
and communications, among others. Also indudes training in company-specifi ¢
softwareapplications. Does nat include advanced training in computer programming
languages (see Professional Skills).
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10 Data Collection Instrument
E 0 N/A UNA
Represents an informed No money Not Information is not
etimate spent applica available
ble
|
% i % New Employee Orientation: New employee orientation is a program designed t o
! provide new employesswith completea nd uniform information about the organization,
i itsmisson, organization , functionsand policies, compensation, benefits, services, work
: requirements sandards, rules, safework habits, and desirable employee-management
i relations,
|
|
% i % Enabling SKills: This category includes such development initiatives asinter personal
! communicationsand kills teemwork, dive rsity workshops, per sonality awar eness, and
i time management.
|
|
% i % Other (pleaseexplain):
|
%
=100% | =100%
External i Internal
Training i Training
Dollars | Dadllars
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E 0 N/A UNA

Represents an informed No money Not Information is not
etimate spent applica available
ble
0. Pricing modédsand budgeting proceduresfor training vary widdy among companies. To

determine how training and education expensesget paid for by companies, pleaseindicate what
per centage of the budget for your training or ganization (amount in #5) comesfrom each of the
following sour ces.

% Special Project Allocation: Monies budgeted at the organization levd for special trainin g
anticipated in the coming year. For example, a or ganization-wide re-engineering planned for
the coming year will requ irethat all employesshavetraining. Thistraining isconsdered part
of an organization-wide special project and is funded separatdy from the normal trainin g
operating budget at the organization level.

% Training and Education Budget : Annual budget for the training function. Typical fundin g
sourcein centralized organizations.

% Tuition and Chargebacks: Fees charged by the training function to participants, oftenon a
cour se-by-course basis.

% Annual Business Unit Allocations: Annual budget for the training function allocated by th e
business unit(s) it directly supports.

% Other (pleaseexplain):

=100% of Budget (amount in #5)
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12 Data Collection Instrument

E 0 N/A UNA
Represents an informed No money Not Information is not
etimate spent applica available
ble

Il. STAFFING AND ADMINISTRATION INFORMATION

10. a) How many full-time equivalent training staff membersdoesyour #
training or ganization employ?
(Pleaserespond for the same Reporting Unit.)
(Excludes line-on-loan or rotational employess, temporary employess,
contractorsworking on-site, and vendors)

b) Pleaszegimatethep ercent of training staff’s (from #10a above) total time
spent performing thefollowing activities.

Developing strategy and training policy %
Training needs assessment %
Program administration %
Adminigtrative support %
Technical support %
Design and devdlopment %
Ddivery %
Evaluation %
Organizational development (OD) %
Other: %

= 100%
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E 0 N/A UNA

Represents an informed No money Not Information is not
etimate spent applica available
ble

11

Who dseddivered organization-gponsor ed training to the employessin the

divison(s)/agency(ies) supported by your Reporting Unit? Check all that apply.

(0]

(0]

Employeesof thisdivison/agency

Employeesfrom another of your company’ sdivisons/agencies
Community colleges

Other educational ingitutions

Product suppliers

Other firms, including privatetraining and consulting companies
I ndependent training consultantsor contractors

Unions, trade, or professonal organizations

Federal, state, or local government or ganizations

Other:
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14 Data Collection Instrument

E 0 N/A UNA
Represents an informed No money Not Information is not
etimate spent applica available
ble

12. a) Approximately what per centage of all the activities performed by your training unit are
performed by internal vs. contract saff?

% Internal Staff: Internal saff represents permanent full- and part-time employess of th e
member organization. Indudes line-on-loan employees assigned to training postions .
Excludesfull- and part-time temporary employess, contractorsworking on-site, vendors.

% Contract Saff: Contract g aff representsany individual who providestraining support to the
organization but i snot a per manent employee of the organization. Synonymouswith vendor
and contractor, consultant, supplier.

=100% of training activities

b) What percentage of each activity isperformed by internal vs. contract training staff?

Training Activity % Internal Staff % Contract Staff Totals
Deveoping strategy and training policy % % =100%
Training needs assessment _% _% =100%
Program adminigtration _% _% =100%
Adminigrative support _% _% =100%
Technical support % % =100%
Design and development _% _% =100%
Ddlivery % % =100%
Evaluation % % =100%
Organizational development (OD) _% _% =100%
Other: % % =100%
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E 0 N/A UNA

Represents an informed No money Not Information is not
etimate spent applica available
ble

13. Please provide an approximate per centage of each function that isperformed internally
and the per centage that isoutsour ced.

Definition: Scheduling isthe process of appointing dates and times for particular training course sessons.

Definition: Material distribution isthe dissemination of training materialsto participants and instructors prior to the
training event.

Definition: Technical/performance support refersto maintenance and troubleshooting support with technology and
software; includes such aspects as LAN administration, audio-visual technical support.

Definition: Planning and budgeting is the process of preparing strategies for conducting a particular training project
and allocating fundsto support that project.

Adminigrative Functions This Reporting Unit Outsourced Totals
Scheduling/Regigtration % % =100%
Printing % % =100%
Material Digtribution % % =100%
Technical/Performance % % =100%
Support

Billing % % =100%
Management Information % % =100%
Sysem

Planning and Budgeting % % =100%
Training Center % % =100%
Adminigration

Evaluation % % =100%
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16 Data Collection Instrument

E 0 N/A UNA
Represents an informed No money Not Information is not
etimate spent applica available
ble
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E 0 N/A UNA

Represents an informed No money Not Information is not
etimate spent applica available
ble
14. Useof training vendorsisa growing trend in training. To provideinformation

about issues surrounding vendor management, pleaserank thefollowing criteriain the

vendor sdection processfrom Most Important (1) to Least Important (8). Pleaseuse
each number only once.

Past experiencewith company
___ Fitof vendor characterigticswith organization culture
___Underganding of thework requirements
_ Quality of theproject design
___ Qualificationsof thefirm and their saff
___ Match of vendor <kill satswith project criteria
Fees
Gain accessto world class capabilities
__ Increasetheimpact of training/lear ning
____ Increaseoperational efficiency of thetraining/learning function
Reduce oper ating costs
Resour ces not availableinternally

Other:
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18 Data Collection Instrument

E 0 N/A UNA
Represents an informed No money Not Information is not
etimate spent applica available
ble

1. ORGANIZATIONAL STRUCTURE AND RELATIONSHIPS

15. Centralized and decentralized or ganizations oper ate differently, and a descriptive measureto
dassify training unitsalong these linesis needed. How would you classify the following training
activitieswithin thetraining unit for which you arereporting?

Definition: Centralized - All or most training functions, including decision making authority, are
concentrated and conducted in a principal location within the organization (i.e., main office or
headquarters).

Definition: Decentralized - All or most training functions, including decision making authority, are
performed at distributed sites throughout an organization (i.e., plant or local office).

Please give approximate per centages of activitiesacrossyour training or ganization.

Training Activity % Centralized % Decentralized Totals
Developing strategy and training policy % % —100%
Training needs assessment _% _% =100%
Program administration _% _% =100%
Administrative support _% _% =100%
Technical support % % =100%
Design and devdlopment _% _% =100%
Ddivery % % =100%
Evaluation % % =100%
Organizational development (OD) _% _% —100%
Other: % % =100%
Other: % % =100%
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16. Toprovidean indication of how thetraining function ensuresthat itsproducts servethecore
business neads, please usethe scale below to ratethe extent to which each of thefollowingisused to
link training with business needs.

1 2 3 4 5 6
Never Rardy Sometimes Frequently Always Not Applicable
Systematic training needsanalysis 1 2 3 4 5 NA

Training advisory pands: A training advisory pand isa group o f

stakeholders (eg., fidd managers, job incumbents, executives) wh o 1 2 3 4 5 NA
provide input to the management of the training process, includin g

identifying of training needs and establishing the priority of training

needs.

Asssssment of training implications of specific work unit goals o rl 2 3 4 5 NA
objectives

Review of organization strategicinitiatives 1 2 3 4 5 NA
Formal business planning process managed by the training 1 2 3 4 5 NA
organization

L egidation or government mandate (e.g., certification, licensaing 1 2 3 4 5 NA
requirements)

Other: 1 2 3 4 5 NA
Other: 1 2 3 4 5 NA
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17. How often arethefollowing used to initiateingruction or the design/development of training?

1 2 3 4 5 NA
Never Rardy Sometimes Frequently Always Not Applicable
a Fidd/linemanagers 1 2 3 4 5 NA
b. Training account managers 1 2 3 4 5 NA
C. Fidd-based training manager s 1 2 3 4 5 NA
d. Training needsanalysisreports 1 2 3 4 5 NA
e Training advisory panes 1 2 3 4 5 NA
f. Forecagsfrom busnessunits 1 2 3 4 5 NA
g. Individual (or employee) development plans 1 2 3 4 5 NA
(DP9
h. Changesin methodsand procedures 1 2 3 4 5 NA
i. New product introduction 1 2 3 4 5 NA
j- Employee surveys 1 2 3 4 5 NA
k. Human resour ce staff 1 2 3 4 5 NA
l. Corporate officer gbusness unit heads 1 2 3 4 5 NA
m. Vendorgsuppliers 1 2 3 4 5 NA
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n. Other: 2 3 4 5 NA
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18. Todeterminehow your organization assessesthe degreeto which training meets cusomer needs,
pleaserate the frequency with which each of thefollowing methodsisused for determining customer
satisfaction.
1 2 3 4 5 NA
Never Rardy Sometimes Frequently Always Not Applicable

a Customer satisfaction surveys 1 2 4 5 NA

b. Feedback from cor porate officers 1 2 4 5 NA

C. Feedback from fidd/line managers 1 2 4 5 NA

and/or supervisors

d. Student evaluations 1 2 4 5 NA

e Program Sponsor 1 2 4 5 NA

f. Other: 1 2 4 5 NA
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V. PRESENTATION METHODS

19. Please estimate the per centage of training, lear ning activities presented in the following methods.
Paper-based: %
Electronic Text: the dissemination of text via electronic means %
CBT: ageneral term used to describe any learning event that uses %

computersasthe primary distribution method; typically used to refer
primarily to text-based, computer-ddivered training

Multimedia: a computer application that uses any combination of text, %
graphics, audio, animation and/or full-motion video. Interactive multimedia

enablesthe user to control various aspects of thetraining such as content

sequence

Interactive TV: one-way video combined with two-way audio or other %
electronic response system

Teleconferencing: the instantaneous exchange of audio, video, or text %
between two or moreor individualsor groupsat two or more locations

On-Line Hdp: acomputer application that provides On-Line assistanceto %
employees
Groupware: an integrated computer application that supports collabor ative %

group effortsthrough the sharing of calendarsfor project management and
scheduling, collective document preparation, e-mail handling, shared
database access, eectronic meetings, and other activities
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3D modeling / virtual reality: a computer application that providesan
interactive, immer sive, and three-dimensional lear ning experience through
fully-functional, realistic modds

Audio: one-way ddlivery of live or recorded sound
Video: one-way ddivery of live or recorded full-mation pictures

Electronic Perfor mance Support Systems (EPSS): an integrated computer
application that uses any combination of expert systems, hypertext,
embedded animation, and/or hyper mediato help a user to perform atask in
real time quickly and with minimal of support by other people

Classroom (Ingtructor-led lecture) : Classroom training that islecture or
discusson based. Alsoreferred to asingructor-led. Doesnot include
advanced technology, inter active classrooms, or éectronic distance learning.

Advanced Technology/Interactive Classroom : An advanced
technology/inter active dlassroom isan ingructor-led classroom with some
degree of automated facilities, including student response units.

%

%

%

%

%

%

=100%
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V.DISTRIBUTION METHODS

20. Please estimate the per centage of training, lear ning activitiesdistributed by the following methods.

Cable TV: thetransmission of television signalsvia cable technology %

CD-ROM: aformat and system for recording, storing, and retrieving %
electronic information on a compact disk that isread using an optical drive

Classroom: %
Electronic mail (e-mail): the exchange of messagesthrough computers %
Extranet: a collabor ative network that uses I nternet technology to link %

organizationswith their suppliers, customers, or other organizationsthat
share common goals or information

Internet: aloose confederation of computer networksaround the world that %
are connected through several primary networks

Intranet: a general term describing any network contained within an %
organization; used to refer primarily to networksthat use I nternet

technology

L ocal area network (LAN): a network of computers sharing the resour ces %

of asingle processor or server within aréatively small geographic area
Satellite TV: thetransmission of television signalsvia satellites %
Tactile Gear / Smulator: adevice or system that replicatesor imitatesa %

real deviceor system
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Voice mail: an automated, electronic telephone answering system %
Wide area network (WAN): a network of computers sharing the resour ces %

of oneor more processorsor serversover areatively large geographic area

World Wide Web: all theresourcesand userson thelnternet using the %
Hypertext Transport Protocol (HTTP; a set of rulesfor exchanging files)

=100%
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VI.INSTRUCTIONAL METHODS

21. Please estimate the per centage of training, lear ning activities utilizing the following ingtructional
methods.
Case Study: atechniquefor practicing problem solving, using a hypothetical %

scenario. It requiresreading, study, analysis, discussion, and free exchange of
ideas aswell as decision making and the selling of decisionsto others.

Demonstration: a basic instructional method where an operation or task is %
performed in front of alearner, thereby showing the learner what to do and

how todoiit.

Expert Pands. a group of experts, often with diverse opinionsor positions, %

sharing their ideaswith each other and with an audience.

Games: Contests and matchesused in training to develop management skills, %
improvetechnical performance, foster cooperation and teamwork, and
improve decision-making ability.

Group Discussion: two or moreindividuals considering a question in open and %
informal debate, in order to facilitate learning.

Lecture: A semiformal discoursein which a series of events, facts, concepts, or %
principlesare presented to thelearner. Learners participate mainly aslisteners
and questioners.

Practical Exercise: the opportunity to demonstrate skill proficiency, without %
therequirementsof a graded test.
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Programmed I nstruction: " A method of sdf-instruction in which traineeswork %

through a car efully sequenced and pre-tested series of stepsleading to the
acquisition of knowledge or skillsrepresenting theinstructional objectives."

Reading: the acquisition of information in written form. %

Role Play: an interactive method of instruction that involvesthe spontaneous %
dramatization of asituation by two or moreindividuals, for the purpose of
practicing inter personal skillswithin the context of the workplace.

Simulation: A techniquethat imitates operations and responsesto problems %
and situationsto test the ability of a person, system, or procedur e to overcome

obstacles and meet variations. Advanced simulations can create an artificial

environment that closaly emulatesthe actual workplace.
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VII. DESSGN AND DEVELOPMENT

22. To comparethe design and development capabilitiesamong or ganizations, pleaseindicatethe
per centage of cour sesyour unit developsin-houseand the percentageit purchasesfrom vendors

for thefollowing presentation methods.

Presentation methods Develop

in-house
Paper-based: %
Electronic Text: thedissemination of text via %

eectronic means

CBT: ageneral term used to describe any learning %
event that uses computersasthe primary distribution

method; typically used torefer primarily to text-

based, computer-delivered training

Multimedia: a computer application that usesany %
combination of text, graphics, audio, animation

and/or full-motion video. Interactive multimedia

enablesthe user to control various aspects of the

training such as content sequence

Interactive TV: one-way video combined with two- %
way audio or other eectronic response system

Teleconferencing: theinstantaneous exchange of %
audio, video, or text between two or moreor
individuals or groupsat two or morelocations

Pur chase Totals

% =100%

% =100%

% =100%

% =100%

% =100%

% =100%
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On-Line Hdp: a computer application that provides
On-Line assistance to employees

Groupware: an integrated computer application that
supports collabor ative group effortsthrough the
sharing of calendarsfor project management and
scheduling, collective document prepar ation, e-mail
handling, shared database access, €ectronic mestings,
and other activities

3D modeling / virtual reality: acomputer application
that provides an interactive, immersive, and three-
dimensional learning experiencethrough fully-
functional, realistic models

Audio: one-way ddlivery of live or recorded sound

Video: one-way delivery of live or recorded full-
mation pictures

Electronic Perfor mance Support Systems (EPSS): an
integrated computer application that uses any
combination of expert systems, hypertext, embedded
animation, and/or hypermediato help auser to
perform atask in real time quickly and with minimal
of support by other people

Classroom (Ingtructor-led lecture) : Classroom training
that islectureor discusson based. Alsoreferred to as
ingructor-led. Does not include advanced technology,
inter active classrooms, or dectronic distance lear ning.

% % =100%

% % =100%

% % =100%

% % =100%

% % =100%

% % =100%

% % =100%
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Advanced Technology/Interactive Classroom : An % % =100%

advanced technology/inter active classroom isan
ingructor-led classroom with some degr ee of automated
facilities, including student response units.
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VIIl. MEASUREMENT AND EVALUATION

23. a) Asaréeflection of your training unit’s philosophy toward demongtr ating the value of
training, please etimatethe per centage of cour selinter ventionsthat areevaluated using the
following methods.

Levd 1 (Assessment of partic pant reaction immediately following cour sg) %

Levd 2 (Adminigration of tes immediatdly beforeand immediatey after %
cour seto assess participant learning)

Levd 3 (Measurement of longte rm behavior change on thejob asaresult %
of training)
Level 4 (Rigorous and quantitative assessment of long-term and broad - %

based impact of training on the organization -- ROI, prdfits, sales, safety)

Tegtimonials %

Focusgroups %

Customer satisfaction surveys %
b) What other methods of evaluating training, learning, or performance

improvement are commonly used by thisReporting Unit (eg. participant focus groups,
r etur n-on-expectation)?

1.
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24.

IX. PERFORMANCE PRACTICES

Which of thefollowing work practicesareused by all or part of the organization supported by
your Reporting Unit? Check all that apply

(0]

Job Rotation or Cross Training: programsin which employeesaretrained to
do multiple jobs, or employeesrotate among different jobs.

Quality Circlesor Problem Solving Teams: groups of employeesthat meet
regularly to come up with solutionsto problems concer ning people and productivity.

Sdf-Directed Work Teams. groups of employeeswith complete responsibility
for the quality and quantity of their outputs. Self-directed work teams may have
responsibility for work schedules, performance appraisals, per sonnel management,
budgeting, or setting performancetargets and production quotas.

Total Quality Management (TQM): an integrated appr oach to organizational
improvement and increasing production and service quality whose coreideasinclude
doing thingsright thefirst time, striving for continuous improvement, and a devotion
to under anding and meeting customer needs.

Employee Accessto K ey Business | nformation: an organizational policy in
which all employees ar e given accessto certain financial and market information
about the competitive position of the firm.

Employee I nvolvement with Management in Business Decisions: an
organizational policy in which non-management employees have a say in decisions
including equipment purchases, market strategy, and management initiativeswhich
affect the firm.
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25. Which of the following employee compensation systemsare used by all or part of the
organization supported by your Reporting Unit? Check all that apply

o] Profit Sharing or Gain Sharing: plansunder which the company credits shares
of company profitsor growth to participating employees. Theamount may be
availableimmediately or at retirement.

o] Employee Stock Owner ship Plan: plans under which the company credits
shares of company stock to participating employees. The amount may be available
immediately or at retirement.

o] Group or Team Based Compensation: an alter native pay system in which
employeesreceiveall or a portion of compensation depending on the perfor mance of
their particular team or work unit.

o] I ncentive Compensation: an alter native pay system in which employees
recelveall or aportion of compensation depending on their own performance.
Examples of incentive compensation systemsinclude piece-rates and sales
commissions.

o] Knowledge or Skill Based Pay: an alternative pay syssem where

compensation islinked to the mastery of certain skillsor work-related infor mation,
rather than employee position or length of tenure.
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26. Which of thefollowing practicesor programsareentirely or partially in place within
the organization supported by your Reporting Unit? Check all that apply

(o] Mandatory Annual Training Time: an organizational policy stating a
minimum requirement for the amount of training which certain employees must
receivein agiven year.

o] Training Resource Center: a designated area within an establishment where
training personnel, materials, and infor mation ar e located.

0 Train-the-Trainer Courses: training cour seswhich teach non-traditional
training staff member s such asmanagers, subject matter experts, team leaders, and
otherstraining skills such asinstructional design and group facilitation to enable them
to ddliver formal training to other establishment employees.

(o] Line-on-Loan or Rotational Training Staff: aformal processin which non-
training personne are assigned training duties such asinstruction or cour se design on
atemporary bass.

(o] Employer-Supported Conference Attendance: paid time-off or payment of
employeetravel, hotd, fees, and other expensesfor employees attending an off-site
conference or training class.

(o] Mentoring or Coaching Programs: aformal processin which more
experienced workers are matched with less experienced employeesto provide
assistance and instruction on an as needed basis .

o] Employee Apprenticeship Training: a formal processwher eby employees
learn their jobsthrough a combination of classroom instruction and on-the-job
training from a skilled expert.

(o] Student Apprenticeship Training: aformal process whereby studentsare

introduced to atrade or job through a combination of classroom instruction and on-
the-job training from a skilled expert.
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27. Which of the following human perfor mance management practices are used entirely or

partially within the organization supported by your Reporting Unit? Check all that apply

o] Annual Performance Reviews. a systematic, periodic review and analysis of an
employee’ sjob performance by a superior to comparethat performanceto a set of
predeter mined standar ds, identify strengths and weaknesses, and develop a plan to
improvethe employee’ s performance.

(o] Individual Development Plans. a specific cour se of action designed jointly by
an employee and a supervisor to outlinethe employee’ s career development
objectives, and associated training needs.

(o] Peer review of Performance or 360 Feedback Systems. a performance
appraisal system in which employees work performanceisevaluated (at least in part)
by co-workers.

o] Skill Certification: aformal processused to ascertain and distinguish the
mastery for a set of skillsaccording to predefined standards. May belinked either to
aparticular occupation or trade, or a particular job or process.

o] Documentation of I ndividual Competencies. a formal record of the knowledge,
skillsand abilities of an organizations employeesin key, pre-defined areas.

o] Training Information System: a computer-based system for assessing,
tracking, and improving employee performance. Systems may include employee
training history reports, training cour se scheduling and registration, individual
development plans, and training expendituretracking.
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X. STAFF COMPETENCIES

28. To determine how companies assess and ensur e staff competencies, please use the following scale
toratethe extent to which you use thefollowing criteria to ensur e the competency/quality of your
training professionals.

1 2 3 4 5 NA
Never Rardy Sometimes Frequently Always Not Applicable

a) Gengalig

Certification Standards 1 2 3 4 5 NA
Performance Appraisal 1 2 3 4 5 NA
Project Reviews 1 2 3 4 5 NA
Leve 1 Evaluation Results 1 2 3 4 5 NA
Leve 2 Evaluation Results 1 2 3 4 5 NA
Leve 3 Evaluation Results 1 2 3 4 5 NA
Management Evaluation 1 2 3 4 5 NA
b) Ingtructors
Certification Standards 1 2 3 4 5 NA
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Performance Appraisal 1 2 3 4 5 NA

Project Reviews
Leve 1 Evaluation Results
Management Evaluation
C) Designer/Developers
Certification Standards
Performance Appraisal
Project Reviews
Leve 1 Evaluation Results
d) Employee Qualification Programs

Do you have a specific training program to “ qualify” or
“certify” specific groups of employees?

Yes No

If yes, how many emloyees participatein the program?

If yes, what percentage of participating employees have met “ certification” standar ds?

%
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XI. INFORMATION MANAGEMENT SYSTEMS

29.

In order to comparethefeaturesof Information M anagement Sysemsand totrack trendsin those
companiesthat maintain training administration sysems, please indicate which types of functional
capabilitiesyour training information syssem includes.

a)

b)

ThisReporting Unit hasan Information M anagement System?
0 Yes(respond below) 0 No (skip #29b)

If yes, what functional capabilitiesdoesyour training information system include (check
all that apply):

0 On-lineregigration/enroliment

0 On-linecatalog

0 On-lineschedule

0 Employeetraining history reports

o Individual devdlopment plans : Individual development plans are a component of
successon planning used in employee career planning. An action plan used to preparethe
employee with the knowledge, kills, and experienceto perform competently and advance.
0 Staff productivity measures

0 Ad hocreports

0 Businessunit training investment reports

o Evaluationsand infor mation from surveys

o Financial/Budget information

COMMENTSON THE SURVEY:
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Strengths -
W eaknesses -
Timein hoursneeded to complete: hours

PLEASE PROVIDE A COPY TO HR-31BY APRIL 23, 1998

Any Questions?

Robert G. Joyce (HR-31, 950 Building/Room 710
U. S. Department of Energy
1000 I ndependence Avenue, SW
Washington, D.C. 20585-0702
202-426-1539/FAX 1480
robert.joyce@hq.doe.gov
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